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YE400 

YE400 Performing Period End Reconciliation and Closing 
Activities 
Course Overview 
The YE400 Performing Period End Reconciliation and Closing Activities course discusses the 

processes dealing with period and year end closing activities. In this course, you will learn the 

business processes used to manage period end processes - including month-end and year-end 

close and reconciliation in GEARS.  

 

  

Course Outline 
The following sections and lessons provide information and step-by-step instructions on Period 

End Processing: 

 Course Audiences and Prerequisites 

 Lesson 1: Adding Encumberable and Nonencumberable Transactions 

 Lesson 2: Closing the Commitment Control Budget 

 Lesson 3: Processing GL Year End Close 

 Course Summary  

 

Course Audiences and Prerequisites 
Audience(s) 
The Judiciary audiences for this course are: 

 AOC 

- Budgets and Reports 

- Procurement and Contract Admin 

GEARS Role(s) 
This course is intended for Judiciary employees with the following GEARS role(s): 

 AP DBF Year-End Processor 

 ePro Year-End Processor 

 Procurement Year-End Processor 

 CS Buyer Year End Transactions 

 GL Year-End Processing 

 GL Month-End Processing 

 KK Year End Processor 

Prerequisites 
The recommended prerequisites for this course are: 

 INT100 Introduction to GEARS 

 PO100 Understanding GEARS Procurement Processes 
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 KK100 Understanding GEARS Commitment Control for Managing Budgets 

 GL100 Understanding GEARS General Ledger Processes 

 AP100 Understanding GEARS Payables 

 

Lesson 1: Adding Encumberable and Nonencumberable Transactions 
Lesson Overview 
In this lesson, you will learn about processing rolling and non-rolling purchase order (PO) 

transactions.  

  

Lesson Outline 
After completing this lesson, you will be familiar with: 

 Running Mass Close for Open Non-rolling PO's 

 Closing Non-Rolling PO Lines and Verifying the Amount 

 Manually rolling encumberable PO into the next year 

1.1 Running Mass Close for Open Non-rolling PO's 

In this topic you will use the Buyer's WorkBench to close some open non-rolling PO's. 

  

After completing this topic, you will be able to: 

 Close any open, non-rolling PO's 

Procedure 

 
In this topic, you will close any open  PO's that will not be used in the future. 

 

 

Step Action 

1. Navigate to the Buyer's Workbench page. 

 

Click the Main Menu button. 

 

2. Click the Purchasing menu. 

 

3. Click the Purchase Orders menu. 

 

4. Click the Buyer's Workbench menu. 
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Step Action 

5. The Buyer's WorkBench search page displays. 

 

Enter the desired information into the WorkBench ID field. Enter a valid 

value e.g. "AOC_UAT". 

6. Click the Search button. 
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Step Action 

7. The Buyer's WorkBench - Filter Options page displays. 

 

Scroll down to reveal additional fields. 

8. Click the Dispatched option. 

 

9. Click the Look up GL Unit (Alt+5) button. 

 

10. The Look Up GL Unit window displays. 

 

Click the MDJUD link. 

 

11. Click the Search button. 
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Step Action 

12. The Buyer's Workbench page displays. 

 

Click the View All link. 
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Step Action 

13. Scroll to the bottom of the page. 

 

 
 

Step Action 

14. You will now select the Open PO's that you will close.  

 

Click the 0000000053 option. 

 

15. Click the 0000000054 option. 

 

16. Click the 0000000055 option. 

 

17. Click the 0000000056 option. 

 

18. Click the Close button. 
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Step Action 

19. The Buyer's WorkBench - Processing Results page displays. 

 

Click the View All link. 

 

20. Click the 0000000053 option. 

 

21. Click the 0000000054 option. 

 

22. Click the 0000000055 option. 

 

23. Click the 0000000056 option. 

 

24. Click the Override button. 

 

25. Click the View All link. 

 

26. Click the Yes button. 
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Step Action 

27. Click the Yes button. 

 

28. Click the Budget Check button to verify the budget. 

 

29. Click the Yes button to process the budget check. 
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Step Action 

30. Click the Save button. 
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Step Action 

31. The selected PO's have now been closed. Next you will click on the PO ID link you 

want to verify. 

 

Click the 0000000053 link. 

 

 

 
 

Step Action 

32. Note that this PO's status is now Closed.  

33. You have successfully completed the Running Mass Close for Open Non-rolling 

PO's topic. 

 

You have learned how to: 

- Close multiple PO's at once 

- Verify the status of closed PO's 

End of Procedure. 

1.2 Closing PO Lines and Verifying the Amount 

In this topic you will close PO lines for a purchase order that will not be used in the next fiscal 

year. 

  

After completing this topic, you will be able to: 

 Close individual lines on an open PO 
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Procedure 

 
In this topic you will close PO lines for a purchase order that will not be used in the next fiscal 

year. 

 

 

Step Action 

1. Navigate to the Purchase Order page. 

 

Click the Main Menu button. 

 

2. Click the Purchasing menu. 

 

3. Click the Purchase Orders menu. 

 

4. Click the Add/Update POs menu. 
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Step Action 

5. The Purchase Order search page displays. 

 

Click the Find an Existing Value tab. 

 

 

 
 

Step Action 

6. The Find an Existing Value tab displays. 

 

Enter the desired information into the PO ID field. Enter a valid 

value e.g. "0000000108". 

7. Click the Search button. 
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Step Action 

8. The Purchase Order page displays. 

 

Move the scrollbar down to reveal additional fields. 
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Step Action 

9. Click the Statuses tab. 

 

 

 
 

Step Action 

10. Click the Cancel Line button for the first line item. 
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Step Action 

11. Click the Yes button. 

 

12. Click the Cancel Line button for the second line item. 
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Step Action 

13. Click the Yes button. 

 

14. Click the Cancel Line button for the third line item. 

 

 

 
 

Step Action 

15. Click the Yes button. 

 

16. Click the Save button. 

 

17. Click the Details tab. 
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Step Action 

18. Note that the status of the PO lines has changed to Canceled where appropriate. 
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Step Action 

19. Click the Approve PO button. 

 

NOTE: The PO has changed, therefore it needs to be approved and budget checked 

again. 

 

 

 
 

Step Action 

20. Click the Yes button. 

 

21. Click the Budget Check button. 

 

22. Note that the Amount Summary has been updated to reflect the PO changes. 

23. Click the Dispatch button. 

 

24. The Dispatch Options page displays. Verify how you would like the PO to be 

dispatched on this page. 

 

Click the OK button. 
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Step Action 

25. Click the Yes button. 

 

Once this is done, the PO will process then refresh and the PO Status will again be 

"Dispatched". 

 

26. You have successfully completed the Closing Non-Rolling PO Lines and Verifying 

the Amount topic. 

 

You have learned how to: 

- Close multiple PO lines 

- Budget check the lines  

End of Procedure. 

1.3 Manually Rolling Purchase Orders 

In this topic, you will manually roll Purchase Orders that will be used in the next fiscal year. 

  

After completing this topic, you will be able to: 

 Roll POs into a new Approp. Year 

Procedure 

 
In this topic, you will learn how to roll  over an encumberable PO into the next appropriation 

year, manually. 

 

 

Step Action 

1. Begin by navigating to the Purchase Order page. 

 

Click the Main Menu button. 

 

2. Click the Purchasing menu. 

 

3. Click the Purchase Orders menu. 

 

4. Click the Add/Update POs menu. 
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Step Action 

5. The Purchase Order search page displays. 

 

Click the Find an Existing Value tab. 
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Step Action 

6. The Purchase Order - Find an Existing Value tab displays. 

 

Enter the desired information into the Business Unit field. Enter "MDJUD". 

7. Click the PO ID list. 

 

8. Click the contains list item. 

 

9. Enter the desired information into the PO ID field. Enter "904". 

10. Click the Search button. 

 

11. Move the scrollbar downward to reveal additional fields. 

12. Your search results display. 

 

Click the 0000000904 link. 

 

 

 
 



Training Guide 

 

Performing Period-End Reconciliation and 
Closing 
 

 Page 22 

Step Action 

13. The Maintain Purchase Order - Purchase Order page displays. 

 

Verify the information on this page is correct. 

 

Scroll the page to the right to access the Schedule button. 

14. Click the Schedule button. 

 

 

 
 

Step Action 

15. The Maintain Purchase Order - Schedules page displays. 

 

Click the Distributions/ChartFields button. 
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Step Action 

16. The Maintain Purchase Order - Distributions for Schedule 1 page displays. 

 

Click the Statuses tab. 

 

17. The Statuses tab displays. 

 

Click the Cancel Distribution button. 
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Step Action 

18. A message displays. 

 

Click the No button. 

 

19. Click the Add multiple new rows at row 1 button. 
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Step Action 

20. The script prompt displays. Leave it defaulted at 1. 

Click the OK button. 
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Step Action 

21. Click the Chartfields tab. 

 

22. The Chartfields tab displays. 

 

Enter the desired information into the Batch Agy field. Enter "C25". You can then 

continue carrying down the same chartfield values from the original distribution 

line, into the new line. 

 

NOTE: Do NOT carry over the Approp Year value. 

23. Click the Budget Information tab. 

 

24. The Budget Information tab displays. 

 

Enter the desired information into the Budg Dt field. Enter "7/01/2013". You may 

need to erase the date currently in the field. This value will set the Fiscal Year 

(Budget Year) on the PO. 

25. Click the OK button. 
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Step Action 

26. The Maintain Purchase Order - Schedule page displays. 

 

Click the Save button. 

 

27. Click the Return to Main Page link. 

 

 

 
 

Step Action 

28. The Maintain Purchase Order - Purchase Order page displays. 

 

Notice the Budget Status reads "Not Chk'd" and the PO Status reads 

"Dispatched". 

 

Click the Budget Check button. 
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Step Action 

29. The Budget Status passed checking and is now "Valid". The PO Status should stay 

unchanged. 

30. You have successfully completed the Manually Rolling encumberable POs into the 

Next Appropriation Year topic. 

 

You have learned how to: 

- Manually roll over an encumberable PO  

End of Procedure. 

 

Lesson 2: Closing the Commitment Control Budget 
Lesson Overview 
This lesson will discuss the process of closing the commitment control budget 

   

Lesson Objectives 
After completing this lesson, you will be familiar with: 

 Closing the commitment control budget 

2.1 Closing the Commitment Control Budget 

In this topic, you will use Commitment Control to close the budget. The Budget close will be an 

annual process. 

  

After completing this topic, you will have learned how to: 
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 Close budgets for the fiscal year 

Procedure 

 
In this topic, you will close a commitment control budget. 

 

 

Step Action 

1. Navigate to the Control Budget Options page. 

 

Click the Main Menu button. 

 

2. Click the Commitment Control menu. 

 

3. Click the Define Control Budgets menu. 

 

4. Click the Budget Definitions menu. 

 

5. The Budget Definitions search page displays. 

 

Click the Look up Ledger Group (Alt+5) button. 
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Step Action 

6. The Look Up Ledger Group window displays. 

 

Click the OPER_DTL link. 

 

7. Click the Correct History option. 

 

8. Click the Search button. 

 

 

 
 

Step Action 

9. The Control Budget Options page displays. 

 

Click the Budget Period Status tab. 
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Step Action 

10. The Budget Period Status tab displays. 

 

Click the Budget Status list. 

 

11. Click the Closed list item. 

 

12. Click the Save button. 
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Step Action 

13. NOTE: This is just an informational warning. 

 

Click the OK button. 
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Step Action 

14. NOTE: This is just an informational warning. 

 

Click the OK button. 

 

15. The Budget is closed. 

16. You have successfully completed the Closing a Commitment Control Budget topic. 

 

You have learned how to: 

- Close a commitment control budget 

End of Procedure. 

 

Lesson 3: Processing GL Year End Close 
Lesson Overview 
This lesson deals with the opening and closing of the GL year end close. In GEARS, all other 

modules must be closed prior to closing the General Ledger. 

  

Lesson Objectives 
After completing this lesson, you will be familiar with: 

 Opening the Adjustment Period for GL 

 Opening Regular Accounting Period for All Modules 

 Closing the Regular Accounting Period for All Modules Except GL 

 Posting a journal to an adjustment period 

 Closing Period 998 

 Closing Period 12 (GL) 

3.1 Opening the Adjustment Period for GL 

In GEARS, accounting periods are opened by module. For example, an accounting period could 

be open for General Ledger transactions and closed for Accounts Payable transactions. Generally, 

accounting periods represent a month within the fiscal year so that there are periods 12 periods 

for the year. An Adjustment Period (998) serves as the equivalent of a "13th Period". When 

entering a General Ledger journal, you can choose to post journals in either a regular period or an 

adjustment period. 

  

In this topic, you will open the 998 adjustment accounting period for General Ledger. 

  

After completing this topic, you will be able to: 

 Verify that the 998 adjustment accounting period is open for General Ledger.  

Procedure 

 
In this topic, you will open the 998 adjustment accounting period for General Ledger. 



Training Guide 

 

Performing Period-End Reconciliation and 
Closing 
 

 Page 34 

 

 

Step Action 

1. Navigate to the Open Period Update page. 

 

Click the Set Up Financials/Supply Chain menu link. 

 

2. Click the Business Unit Related link. 

 

3. Click the General Ledger link. 

 

4. Click the Open Periods link. 

 

5. Click the Open Period Update link. 

 

 

 
 

Step Action 

6. The Open Period Update search page displays. 

 

Enter the desired information into the PeopelSoft Product field. Enter "GL". 

7. Enter the desired information into the Business Unit field. Enter "MDJUD". 

8. Enter the desired information into the Ledger Group field. Enter "Actuals". 
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Step Action 

9. Click the Search button. 

 

 

 
 

Step Action 

10. The Open Period Update page displays. 

 

In the Include Adjustment Periods section, click the Is Open option. Doing this 

will open the specified Adjustment Period for the specified year. 

 

11. Once you have learned how to open the Adjustment Period for GL, you can repeat 

the process for other modules. 

 

Click the Save button. 

 

12. You have successfully completed the Verifying Open Adjustment Period for GL 

topic. 

 

You have learned how to: 

- Open an adjustment period 

End of Procedure. 
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3.2 Opening Regular Accounting Period for All Modules 

The GEARS system has a Mass Update capability, which allows you to open or close regular 

accounting periods en mass. In this script, you will open the regular accounting period for 

General Ledger and the other modules. 

  

After completing this topic, you will be able to:  

 Open the regular accounting period for all modules 

Procedure 

 
In this topic, you will open the regular accounting period for all GEARS modules, via mass 

update. 

 

 

Step Action 

1. Navigate to the Open Period Mass Update page. 

 

Click the Set Up Financials/Supply Chain link. 

 

2. Click the Business Unit Related link. 

 

3. Click the General Ledger link. 

 

4. Click the Open Periods link. 

 

5. Click the Open Periods Mass Update link. 
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Step Action 

6. The Open Period Mass Update page displays. 

 

Be sure the Selection Criteria is filled in correctly. 
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Step Action 

7. Click the Search button. 

 

8. Enter the desired information into the From Year field. Enter "2011". 

9. Enter the desired information into the From Period field. Enter "12". 

10. Enter the desired information into the To Year field. Enter "2013". 

11. Enter the desired information into the To Period field. Enter "10". 

12. Click the Select All link. 

 

13. Click the Apply button. 

 

14. Click the AP option. 

 

15. Click the AM option. 

 

16. Click the BI option. 

 

17. Click the AR option. 

 

18. Click the PC option. 

 

19. Click the IN option. 

 

20. Click the Migrate button. 

 

21. Click the Save button. 

 

22. You will now verify that the modules you have selected are open. 

 

Click the Open Periods button. 

 

23. Click the Open Period Display menu. 
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Step Action 

24. The Open Period Display page displays. 

 

Click the Look up PeopleSoft Product (Alt+5) button. 
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Step Action 

25. The Look Up PeopleSoft Product window displays. 

 

Click the AP link. 

 

26. Click the Look up Business Unit (Alt+5) button. 

 

 

 
 

Step Action 

27. The Look Up Business Unit window displays. 

 

Click the MDJUD link. 

 

28. Click the Look up Ledger Group (Alt+5) button. 
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Step Action 

29. The Look up Ledger Group window displays. 

 

Click the ACTUALS link. 

 

30. Click the Search button. 
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Step Action 

31. The Open Period Display page displays. Review the details. 
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Step Action 

32. Click the Return to Search button. 

 

33. Click the Look up PeopleSoft Product (Alt+5) button. 

 

 

 
 

Step Action 

34. The Look Up PeopleSoft Product window displays. 

 

Click the AR link. 

 

35. Click the Search button. 
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Step Action 

36. The Open Period Display page displays. 

 

Click the Show all transaction types option. 

 

37. Review the details. 

 

Click the Return to Search button. 

 

38. Click the Look up PeopleSoft Product (Alt+5) button. 
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Step Action 

39. The Look Up PeopleSoft Product page displays. 

 

Click the BI link. 

 

40. Click the Search button. 
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Step Action 

41. The Open Period Display page displays. 

 

Click the Show all transaction types option. 

 

42. Review the details. 

 

Click the Return to Search button. 

 

43. Click the Look up PeopleSoft Product (Alt+5) button. 
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Step Action 

44. The Look Up PeopleSoft Product window displays. 

 

Click the GL link. 

 

45. Click the Search button. 
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Step Action 

46. The Open Period Display page displays. Review the details. 

 

Click the Return to Search button. 

 

47. Click the Look up PeopleSoft Product (Alt+5) button. 
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Step Action 

48. The Look Up PeopleSoft Product window displays. 

 

Click the IN link. 

 

49. Click the Search button. 
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Step Action 

50. The Open Period Display page displays. Review the details. 

 

Click the Return to Search button. 

 

51. Click the Look up PeopleSoft Product (Alt+5) button. 
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Step Action 

52. The Look Up PeopleSoft Product window displays. 

 

Click the PC link. 

 

53. Click the Search button. 
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Step Action 

54. The Open Period Display page displays. Review the details. 

55. You have successfully completed the Opening Regular the Accounting Period for 

All Modules topic. 

 

You have learned how to: 

- Open and review the regular accounting period for all GEARS modules 

End of Procedure. 

3.3 Closing the Regular Accounting Period for All Modules Except GL 

An Adjustment Period (998) serves as the equivalent of a "13th Period". When entering a General 

Ledger journal, you can choose to post journals in either a regular period or an adjustment period.  

NOTE: The General Ledger cannot be closed until all other modules are closed before it. In this 

topic, you will close the regular accounting period for all modules except for General Ledger. 

  

After completing this topic, you will be able to: 

 Close the regular accounting period for all modules except for GL 

Procedure 

 
In this topic, you will close the Regular Accounting Period for all modules, except for GL. 
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Step Action 

1. Navigate to the Open Period Update page. 

 

Click the Set Up Financials/Supply Chain link. 

 

2. Click the Business Unit Related link. 

 

3. Click the General Ledger link. 

 

4. Click the Open Periods link. 

 

5. Click the Open Period Update link. 

 

 

 
 

Step Action 

6. The Open Period Update search page displays. 

 

Click the Look up PeopleSoft Product (Alt+5) button. 
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Step Action 

7. The Look Up PeopleSoft Product window displays. 

 

Click the AP link. 

 

8. Click the Look up Business Unit (Alt+5) button. 
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Step Action 

9. The Look Up Business Unit window displays. 

 

Click the MDJUD link. 

 

10. Click the Look up Ledger Group button. 
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Step Action 

11. The Look Up Ledger Group window displays. 

 

Click the ACTUALS link. 

 

12. Click the Search button. 
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Step Action 

13. The Open Period Update page displays. To close an Open Period, simply change 

the From Year and From Period fields to appropriate values that do not include the 

period you wish to close. 

 

Enter the desired information into the From Year field. Enter "2012". 

14. Enter the desired information into the From Period field. Enter "1". 

15. Click the Save button. 

 

16. Click the Return to Search button. 

 

17. The Open Period Update search page displays. 

 

Click the Look up PeopleSoft Product (Alt+5) button. 
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Step Action 

18. The Look Up PeopleSoft Product window displays. 

 

Click the AR link. 

 

19. Click the Search button. 
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Step Action 

20. The Open Period Update page displays. 

Enter the desired information into the From Year field. Enter "2012". 

21. Enter the desired information into the From Period field. Enter "1". 

22. Click the Save button. 

 

23. The Open Period Update search page displays. 

 

Click the Look up PeopleSoft Product (Alt+5) button. 

 

 



Training Guide 

 

Performing Period-End Reconciliation and 
Closing 
 

 Page 60 

 
 

Step Action 

24. The Look Up PeopleSoft Product window displays. 

 

Click the BI link. 

 

25. Click the Search button. 
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Step Action 

26. The Open Period Update page displays. 

 

Enter the desired information into the From Year field. Enter "2012". 

27. Enter the desired information into the From Period field. Enter "1". 

28. Click the Save button. 

 

29. Click the Return to Search button. 

 

30. The Open Period Update search page displays. 

 

Click the Look up PeopleSoft Product (Alt+5) button. 
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Step Action 

31. The Look Up PeopleSoft Product page displays. 

 

Click the IN link. 

 

32. Click the Search button. 
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Step Action 

33. The Open Period Update page displays. 

Enter the desired information into the From Year field. Enter "2012". 

34. Enter the desired information into the From Period field. Enter "1". 

35. Click the Save button. 

 

36. Click the Return to Search button. 

 

37. The Open Period Update search page displays. 

 

Click the Look up PeopleSoft Product (Alt+5) button. 
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Step Action 

38. The Look Up PeopleSoft Product page displays. 

 

Click the PC link. 

 

39. Click the Search button. 
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Step Action 

40. The Open Period Update page displays. 

Enter the desired information into the From Year field. Enter "2012". 

41. Enter the desired information into the From Period field. Enter "1". 

42. Click the Save button. 

 

43. You have successfully completed the Closing Regular Accounting Period topic. 

 

You have learned how to: 

- Close regular accounting periods 

End of Procedure. 

3.4 Posting a journal to an adjustment period 

In GEARS, accounting periods are opened by module. For example, an accounting period could 

be open for General Ledger transactions and closed for Accounts Payable transactions. In this 

topic, you will enter, edit, and post a General Ledger journal to an adjustment accounting period 

that is open. 

  

After completing this topic, you will be able to: 

 Verify that the journal posted to period 998, the adjustment accounting period. 

Procedure 

 
In this topic, you will enter, edit and post a journal to an adjustment period. 
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Step Action 

1. Navigate to the Create/Update Journal Entries page. 

 

Click the General Ledger link. 

 

2. Click the Journals link. 

 

3. Click the Journal Entry link. 

 

4. Click the Create/Update Journal Entries link. 

 

 

 
 

Step Action 

5. The Create/Update Journal Entries search page displays. 

 

Click the Add button. 
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Step Action 

6. The Create/Update Journal Entries - Header page displays. 

 

Enter the desired information into the Long Description field. Enter "Enter, edit 

and post a journal to an adjustment period". 

7. Click the Adjusting Entry list. 

 

8. Click the Adjusting Entry list item. 

 

9. Click the Lines tab. 
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Step Action 

10. The Lines tab displays. 

 

Enter the desired information into the SpeedType field. Enter "00306". 

11. Press [Tab]. 
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Step Action 

12. Verify that the appropriate Chartfield values populate, including: 

- PCA 

- Fund 

- Program 

- Approp Number 

13. Enter the desired information into the Account field. Enter "0401". 

14. Enter the desired information into the Approp Yr field. Enter "AY2012". 

15. Click the horizontal scrollbar to reveal the Batch Agency field. 

 

 
 

Step Action 

16. Enter the desired information into the Batch Agy field. Enter "C15". 

17. Enter the desired information into the Amount field. Enter "1981.00". 

18. Click the Insert Lines button. 
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Step Action 

19. On the second line, enter the desired information into the Account field. 

Enter "2001". 
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Step Action 

20. Click the horizontal scrollbar to reveal the Amount field. 

21. Enter the desired information into the Amount field. Enter "-1981.00". 

22. Click the Save button. 

 

 

 
 

Step Action 

23. Take note of the Journal ID. 

 

Click the OK button. 

 

24. Click the Process button. 

 

25. Click the Process list. 

 

26. Click the Post Journal list item. 

 

27. Click the Process button. 
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Step Action 

28. Click the OK button to post the journal. 

 

29. The journal is now posted.   

 

NOTE:  You cannot edit the journal after it has been posted. 

30. You have successfully completed the Creating and Posting a Journal to an 

Adjustment Period topic. 

 

You have learned how to: 

- Enter, edit and post a journal to an adjustment period 

End of Procedure. 

3.5 Closing Period 998 

Period 998 in GEARS is a special period used for year end adjustment entries. This is sometimes 

called "Period 13" in many accounting systems. In this topic, you will close Period 998. 

  

After completing this topic, you will be able to: 

 Close out Period 998 

Procedure 

 
In this topic, you will close the Period 998. 
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Step Action 

1. Move the scrollbar down. 

2. Begin by navigating to the Open Period Update page.  

 

Click the Set Up Financials/Supply Chain link. 

 

3. Click the Business Unit Related link. 

 

4. Click the General Ledger link. 

 

5. Click the Open Periods link. 

 

6. Click the Open Period Update link. 

 

 

 
 

Step Action 

7. The Open Period Update search page displays. 

 

Click the Look up PeopleSoft Product button. 
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Step Action 

8. The Look Up PeopleSoft Product window displays. 

 

Click the GL product link. 

 

9. Click the Look up Business Unit button. 
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Step Action 

10. The Look Up Business Unit window displays. 

 

Click the MDJUD link. 

 

11. Click the Look up Ledger Group button. 
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Step Action 

12. The Look Up Ledger Group window displays. 

 

Click the ACTUALS link. 

 

13. Click the Search button. 
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Step Action 

14. The Open Period Update page displays. 

 

Click the Is Open option. Deselecting this option will close the 998 Adjustment 

Period. 

 

15. Click the Save button. 
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Step Action 

16. Click the OK button. 

 

17. You have successfully completed the Closing Period 998 topic. 

 

You have learned how to: 

- Close out period 998 

End of Procedure. 

3.6 Closing Period 12 (GL) 

In GEARS, Accounting Periods are based on your fiscal year calendar. Since the Judiciary fiscal 

year calendar begins on July 1st, July is period 1, August is period 2 and so on. Opening and 

closing GL accounting periods is controlled by adjusting the range of open periods on the Open 

Period Update page. If the From Fiscal Year = 2013, From Period = 12 and the To Fiscal 

Year=2014, To Period=1, then GL is open from June 1, 2013 through July 31, 2013. 

  

In this topic, you will close period 12 by adjusting the From Fiscal Year and From Period. 

  

After completing this topic, you will be able to: 

 Close period 12 for fiscal year 2013 

Procedure 

 
In this topic, you will close Period 12 (GL). This cannot be run until all other modules are closed. 
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Step Action 

1. Click the scroll bar and scroll down. 

2. Begin by navigating to the Open Period Update page. 

 

Click the Set Up Financials/Supply Chain link. 

 

3. Click the Business Unit Related link. 

 

4. Click the General Ledger link. 

 

5. Click the Open Periods link. 

 

6. Click the Open Period Update link. 
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Step Action 

7. The Open Period Update search page displays. 

 

Click the Look up PeopleSoft Product button. 
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Step Action 

8. The Look Up PeopleSoft Product window displays. 

 

Click the GL link. 

 

9. Enter the desired information into the Business Unit field. Enter "MDJUD". 

10. Click the Look up Ledger Group button. 

 

 

 
 

Step Action 

11. The Look Up Ledger Group window displays. 

 

Click the ACTUALS link. 

 

12. Click the Search button. 
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Step Action 

13. The Open Period Update page displays. 

 

Enter the desired information into the From Year field for Default. Enter "2014". 

14. Enter the desired information into the From Period field for Default. Enter "1". 

15. Enter the desired information into the From Year field for Procurement Car. 

Enter "2014". 

16. Enter the desired information into the From Period field for Procurement Car. 

Enter "1". 

17. Enter the desired information into the From Year field for Purchase Order. 

Enter "2014". 

18. Enter the desired information into the From Year field for Purchase Order. 

Enter "1". 

19. Enter the desired information into the From Year field for Receipt Accrual. 

Enter "2014". 

20. Enter the desired information into the From Period field for Receipt Accrual. 

Enter "1". 

21. Enter the desired information into the From Year field for Requisition. 

Enter "2014". 

22. Enter the desired information into the From Period field for Requisition. Enter "1". 

23. Enter the desired information into the From Year field for GL Journal Unpost. 

Enter "2014". 
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Step Action 

24. Enter the desired information into the From Period field for GL Journal Unpost. 

Enter "1". 

25. Click the Save button. 

 

 

 
 

Step Action 

26. Notice that the First Open column displays "07/01/2013", which is the new 

accounting year. 

27. You have successfully completed the Closing Period 12 topic. 

 

You have learned have to: 

- Close out period 12 

End of Procedure. 

 

Course Summary 

 Congratulations! 

You have successfully completed the YE400 Performing Period End Reconciliation and Closing 

Activities course. In this course, you have learned how to: 
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 Close purchase orders 

 Close PO lines on open purchase orders 

 Review open POs and run the manual PO rollover process 

 Close the budgets for a particular year 

 Open and close the adjustment period 

 Open and close sub-modules periods 

 Create adjustment journals 

 Close GL periods 

We hope that you found this class informative, interactive, and fun. Check out other GEARS 

training courses, available on the GEARS website at http://courtnet/gears/index.html 

(http://courtnet/gears/index.html). 

 

We are always looking for opportunities to improve our courses. If you have ideas on improving 

this course please share your feedback by sending us an email at gearstraining@mdcourts.gov 

(mailto:gears@mdcourts.gov). 
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